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EXAMPLE 
A Quick Note! 

 
Course Name: _________________________  Teacher: ___________________________ 

Student: _______________________________  Date: _______________________________ 
 
 
Dear  __________________________________________________.  I wanted to let you know 
how your child is doing. 

 
Student Strengths:  

(1) ______________________________________________________________________________________ 

(2) ______________________________________________________________________________________ 

(3) ______________________________________________________________________________________ 
 
Concerns:  

(1) ______________________________________________________________________________________ 

(2) ______________________________________________________________________________________ 

(3) ______________________________________________________________________________________ 
 
Recommended Actions:  

(1) ______________________________________________________________________________________ 

(2) ______________________________________________________________________________________ 

(3) ______________________________________________________________________________________ 
 
Please contact me with questions or comments at: 

 
Email: 

Phone: 

Times: 

Other: _________________________________________________________________________________ 

_________________________________________________________________________________________ 

 
Sincerely, ______________________________________________________ 
 


